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“Jue Weeks with Pay” 


At long last! This summer we can uncork that 
5-year wanderlust held in check by the travel re- 


strictions of the five long war years. 


The founders of NSA envisioned a nation-wide 
network of vacation resorts, each of which would 
honor the NSA membership card with generous dis- 
counts. However, soon after NSA came into ex- 
istence the federal government asked for a curtail- 
ment of civilian travel. NSA, in cooperation with 
the ODT, thereupon ceased its efforts to contract 


with such resorts. 


Now comes the time when that original vision can 
become a reality. As evidenced by the list of NSA 
Official Resorts shown in the column to the right on 
this page, already twelve outstanding vacation spots 
have been placed under the NSA banner. The list 

‘will be enlarged each month hereafter, and will be 
published in the same place in each issue of THE 
SECRETARY. 


Almost any kind of vacation can be yours in these 
famous playgrounds and health centers. If you are 
sports-minded, here are golfing and tennis, boating 
and swimming, hiking and horseback riding. If 
gaiety is your goal, here are dancing and parties 
with a cosmopolitan flavor. If it is simply rest which 
you are seeking, here are long lazy days beneath 
a blue canopy of sky, amidst giant mountain peaks, 
or by the shores of turquoise lakes or on beaches of 


coral and gold. 


Any member planning a vacation at any of these 
resorts is asked to make her reservation not through 
National Headquarters, but through the resort itself, 
to which she must identify herself as a member of 
NSA. Of course, in writing for a reservation, she 
ought to give ample notice of the date of her ar- 
rival, because this summer will probably witness the 
greatest hegira of vacation-minded city dwellers 
in the history of America. 


. off to the wild blue 
yonder .. . out of this work-a-day world . . . headed 


So... away we go.. 


for who knows what —fravel, adventure, and ro- 


mance! 
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NSA VACATION RESORTS 


At these renowned resorts attractive discounts 
of 10% to 25% have been arranged for all 
secretaries wearing the NSA emblem or pre- 
senting an NSA membership card. 


MARSHDALE LODGE 
Evergreen, Colorado 
VILLA D’ESTE HOTEL 
Miami, Florida 
TARRYALL RIVER RANCH 
Manitou Springs, Colorado 
MI CASA 
La Luz, New Mexico 
HOTEL PILGRIM 
Plymouth, Massachusetts 
NOISY WATER LODGE 
Ruidoso, New Mexico 
BELLA VISTA 
Bella Vista, Arkansas 
HOTEL DE LAS AMERICAS 
Acapulco, Mexico 
THE TOWN HOUSE 
Hot Springs, Arkansas 
LAZY RAY RANCH 
Jemez Springs, New Mexico 
THE TRADING POST 
Allenspark, Colorado 
CM QUARTER CIRCLE RANCH 
Kalispell, Montana 
Here NSA members may meet other members 
from other cities. Here are vacations com- 
bining thrift and pleasure. Here work is for- 
gotten for frivolity and fun! 








PAGE TWO 














S 
R 
S 
S 
S 























Chapters 


IN THE SPOTLIGHT 


Kansas City, Missouri: for the impressive event 
at which the University of Kansas awarded di- 
plomas to 125 who had attended the eight weekly 
lectures on SECRETARIAL TECHNIQUES 
given by the Extension Division of the University. 


Anderson, Indiana: for the interesting dinner 
meeting at which a Walt Disney film in techni- 
color, “The, Amazon Awakens’, was shown by 
Captain Theodore Peters, through the courtesy 
of Delco-Remy Public Relations Department. 


Springfield, Missouri: for the April issue of 
AROUND THE SQUARE, the most attractive 
Easter issue among the April bulletins. 


East St. Louis, Illinois: for its 1946 yearbook, 
one of the best among the yearbooks of the many 
new chapters installed within the last several 
months. 

San Bernardino, California: for the instructive 
dinner meeting at which Mr. W. P. Brown, dean 
of men at San Bernardino Junior College, dis- 
cussed the future of freight transportation by air. 


Pueblo, Colorado: for the merry Boss Night 
Dinner at which Mr. Leo Altman, guest speaker, 
discussed “Bosses and Secretaries’. 

Memphis, Tennessee: for the beautiful Anni- 
versary Dinner, marking the chapter's fourth anni- 
versary as a unit of NSA. 

Amarillo, Texas: for sponsoring a series of 
SECRETARIAL TECHNIQUES lectures by 
West Texas State College. 

Little Rock, Arkansas: for the interesting din- 
ner meeting at which Dr. Fred William Harris, 
guest speaker, spoke on “The Heart”. 


Toledo, Ohio: for the first issue of THE 
CRYSTAL GAZER, the month’s best bulletin 


among the bulletins of recently installed chap- 
ters. 


Tulsa, Oklahoma: for sponsoring Tulsa Uni- 


versitys SECRETARIAL TECHNIQUES lec- 


tures. 


Lexington, Kentucky: for a delightful dinner 
meeting at which Mr. A. Clay Stewart, statistician 


for the Kentucky Utilities Company, reviewed the 
various personalities who appeared in lectures and 
forums in Lexington during the winter. 


Columbia, Missouri: for the inspirational dinner 
meeting at which Mr. Kermit Crawley, head of 
the Secretarial Department of Stephens College, 
spoke on “Recognizing the Worth of Secretarial 
Work as a Profession”. 


Birmingham, Alabama: for its brilliant Third 
Anniversary Dinner at which was presented a 
humorous skit entitled ‘‘Powder Room Wisdom”. 


St. Louis, Missouri: for a delightful dinner 
meeting at which Mr. Earl Woodard, of the 
Bureau of Internal Revenue and formerly a navi- 
gator in the Air Corps, gave a thrilling account 
of his experience in being shot down over Nazi 


territory. 


Topeka, Kansas: for joining the Topeka Cham- 
ber of Commerce in sponsoring the SECRETAR- 
IAL TECHNIQUES lectures of the University 


of Kansas. 


Decatur, Illinois: for a delightful dinner meet- 
ing at which Dr. E. C. Roos, the guest speaker, 
illustrated his lecture with travel pictures of New 
Mexico. 


Kansas City, Kansas: for the first issue of 
HUNT AND PECK, the promise of what is 
destined to become one of the best chapter bul- 
letins. 


San Diego, California: for its festive Boss Night 
Dinner at which Mr. John Wyle, of the Army and 
Navy “Y”, ably assisted by professional en- 
tertainers, led the fun fest. 


Wichita, Kansas: for having assembled a class 
of 182 secretaries for Kansas University’s lectures 


on SECRETARIAL TECHNIQUES. 


Waterloo, lowa: for the very interesting dinner 
meeting at which Mr. Paul K. Myers, secretary of 
the Chamber of Commerce, was the guest speaker. 


Greeley, Colorado: for the delightful dinner 
meeting at which Mrs. Ruth Greer, secretary to 
the U. S. Postal Inspector, spoke on “Personali- 
ties of Bosses’. 


(Continued on Page 4) 


PAGE THREE 





(Continued from Page 3) 


Hollywood, California: for its altruistic project 
of supplying toys to patients of the Children’s 
Hospital. 


Salt Lake City, Utah: for a highly instructive 
dinner meeting at which Mrs. Marba C. Joseph- 
son reviewed Santa Roma Rau’s book, “Home 
to India”. 


Richmond, Indiana: for the clever fashion notes 


printed in its bulletin, TAKE A LETTER. 


Huntington, West Virginia: for its joint meet- 
ing with the Huntington chapter of the National 
Office Managers’ Association, at which the boss- 
es told the secretaries what is expected of a 
perfect secretary and at which the secretaries told 
the bosses what is expected of a perfect boss. 


Texarkana, U.S.A.: for the very interesting 
dinner meeting at which Mr. Thomas Lee, princi- 
pal of the Arkansas Central Public School, talked 
on “Juvenile Education”. 


Peoria, Illinois: for the highly instructive meet- 
ing at which Mrs. Mary Caven, now of the 


Child and Family Service and formerly a teacher 
in the Orient, described the everyday experiences 
of a foreigner living in China and Japan. 


Manhattan, Kansas: for the enjoyable meeting 
at which members were entertained by Miss Grace 
Newman's renditions of Beethoven's ‘Moonlight 
Sonata’, “Symphony,” and “No Can Do”. 


St. Paul, Minnesota: for having added $101 to 
its treasury by emerging victor over the Min- 
neapolis chapter in Radio WCCO’'s “Quiz of 
the Twin Cities”. 


New Orleans, Louisiana: for the very interest- 
ing dinner meeting at which Mr. Clay Shaw, guest 
speaker, discussed ‘“The International Mart’. 


Yankton, South Dakota: for the first issue of 
its bulletin, CALLING ALL YANKS, on the 
frontispiece of which is a very attractive picture 
of the chapter's president. 


Tampa, Florida: for the page of advertising 
which it now carries in its bulletin, GASPARIL- 
LA PARADE. 





WE WELCOME 


Mobile, Alabama—Installed March 28 by reg- 
istrar Lelia Martinez. Officers: Lillian Barr, pres- 
ident; Carolee Rain, vice-president; Hilda Ruther- 
ford, recording secretary; Mary Crane, corres- 
ponding secretary; Gladys Gastoa, treasurer. 


Clinton, lowa—Installed April 11 by registrars 
Pauline Berry and Marguerite Henderson. Of- 
ficers: Mildred Speer, president; Mary Beecher, 
vice-president; Shirley Lundquist, recording secre- 
tary; Darlene Hagge, corresponding secretary; 
Corene Nelson, treasurer. 


Kokomo, Indiana—Installed April 1 by regis- 
trar Jean Ward. Officers: Margaret Pedigo, pres- 
ident; Elizabeth Cope, vice-president; Jeanne R. 
Thomas, recording secretary; Eva M. Woold- 
ridge, corresponding secretary; Agnes Hunt, 
treasurer. 


Alton, Illinois—Installed March 28 by registrar 
Jean Scholz. Officers: Delphine L. Henry, presi- 
dent; Edna M. Wellner, vice-president; Kay 
Sharkey, recording secretary; Phyllis Butler, cor- 
responding secretary; Ethel L. Paul, treasurer. 


Junction City, Kansas—Installed March 27 by 
registrar Hazel Campbell. Officers: Dulcye Jen- 
sen, president; Eunice Phillipi, vice-president; 
Wyonna Waller, corresponding secretary; Gladys 
Dexter, recording secretary; Louise Hicks, treas- 
urer. 


Frankfort, Kentucky—Installed March 22 by 
registrars Ann Eaton and Zada Massenburg. Of- 
ficers: Ernestine Lyon, president; Corinne Koel- 
lein, vice-president; Geneva Slagle, recording 
secretary; Mrs. Joe Burman, corresponding secre- 
tary; June Hickey, treasurer. 


Cedar Rapids, lowa—Installed March 24 by 
registrar Bernadine Ahens. Officers: Blanche 
Senneff, president; Winnifred G. Groth, vice- 
president; Wilma Coates, corresponding secre- 
tary; Betty L. Dutton, recording secretary; Sylvia 
Mrstick, treasurer. 


Emporia, Kansas—Installed April 17 by regis- 
trar Mildred Mitchell. Officers: Patricia Gang- 
wer, president; Catharine J. Neill, vice-president; 
Martha M. Camden, corresponding secretary; 
Christine L. Jenkins, recording secretary; Dorothy 
Jane Burns, treasurer. 


Pensacola, Florida—Installed April 18 by regis- 
trar Lelia Martinez. Officers: Viola I. Miller, 
president; Sydelle K. Donaldson, vice-president; 
Helen R. Thompson, recording secretary; Katha- 
rine Lister, corresponding secretary; Lunette Mc- 
Daniel, treasurer. 


Cape Girardeau, Missouri—Installed April 18 
by registrar Jean Scholz. Officers: Inez Lail, 
president; Naomi Stage, vice-president; Francina 
Peters, recording secretary; Marguerite Reynolds, 
corresponding secretary; Inez Slagle, treasurer. 


Gary, Indiana—Installed April 17 by registrar 
Jean Ward. Officers: Billie Hedge, president; 
Mabel Van Cleave, vice-president; Dorothy Jean 
Rockhill, recording secretary; Rosemary Murphy, 
corresponding secretary; Rosanna Wilson, treas- 
urer. 


Rochester, Minnesota—Installed April 16 by 
registrar Bernadine Ahrens. Officers: Clara 
Tibesar, president; Virginia Krause, vice- presi- 
dent; Muriel Baker, recording secretary; Betty 
French, corresponding secretary; Ruth Bray, treas- 
urer. 
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NATIONAL OFFICERS * 


Upper left—IRENE GADELMAN, 
Vice-President, Southwestern Division 
Lower Left —-SHAN DURKIN, 
Vice-President, Northeastern Division 
Center — ODESSA HENSON, 
Vice-President, Southeastern Division 
Lower Right—CLARA KRUEGER, 
Vice-President, Northwestern Division 
Upper Right—DORA KREISSLER, 


Secretary-Treasurer 


IRENE NELSEN, 


President 





} * Proposed at 
National Convention, 
subject to ratification 
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Short story entitled “Three Generations”. 
Grandfather had a farm. 
Father had a garden. 
Son has a can opener. 
—THE WAGON WHEEL (Kansas City, Missouri) 


Reputation is what people think you are. Per- 
sonality is what you seem to be. Character is 
what you are. 

—THE RANGER (Fort Smith, Arkansas) 


A skeleton is a man with his inside out and 
his outside off. 
—GENERAL NEws (Little Rock, Arkansas) 


It is one thing to itch for something, and 
another thing to scratch for it! 
—AROUND THE SQUARE (Springfield, Missouri) 


“Is your wife outspoken?” 
“Not by anyone I know. 
—GOPHER CHATTER (Minneapolis, Minnesota) 


Delinquent children are those who have at- 
tained an age when they want to do what mama 
and papa are doing. 

—KORNEY KERNELS (Lincoln. Nebraska) 


An optimist is a chap who thin: s his wife has 
quit cigarettes when he finds cigar butts in his 
house. 

—BELLE RINGER (Port Arthur, Texas) 


Marriage is like a cafeteria—you grab some- 
thing that looks good to you and pay later. 
—THE Lasso (Tulsa, Oklahoma) 


Wife: “Why did you get drunk in the first 
place, Herman?” 

Husband: “I didn’t get drunk in the first place. 
I got drunk in the last place.” 
—TEEPEE TALKS (Rockford, Illinois) 


The reason a dog has so many friends is that 
his tail wags instead of his tongue. 
—LAKE SHORE BREEZES (Chicago, Illinois) 


The old-fashioned woman darns her husband's 
socks. The modern woman socks her darn hus- 
band. 


—cCON BRIO NOTES (Bloomington, Indiana) 


Horse sense is what keeps a horse from betting 
on the human race. 
—THE POW wow ( Wichita, Kansas) 


Best from the Bulletins 


“Papa, said the young son, “What is the 
difference between a statesman and a politician?” 
“A statesman, my son, wants to do something 
for his country. A politician wants his country 
to do something for him.” 
—SOUTHERN BELLE (Baton Rouge, Louisiana) 


America is the land where in one generation a 
family can rise from a plain cabin to a cabin plane. 
—SALLY SECRETARY'S NOTEBOOK (Memphis, Tennessee) 


Definition of a contract: a collection of clauses 
signed by two honorable persons who take each 
other for scoundrels. 

—VICTORY CHATTER (Waterloo, Iowa) 


Marriage is like a card game. It starts with a 
pair. He shows a diamond. She shows a flush. 
Both end with a full house. 

—MIDLAND TRAIL (Charleston, West Virginia) 


Sir Reginald: ‘Terribly sorry you buried your 


wife yesterday, old chap. 
Sir Percival: ‘Had to—dead, you know.” 


—THE SCUTTLEBUTT (Corpus Christi, Texas) 




















“I want to know if there is any future in this job 
before I take it. Are you married?” 


from 
GENERAL NEWS, 
Little Rock, Arkansas 
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A Mother's Love 


I've lived to learn that friends grow weak, 
When trouble marks you for its own; 
The ones you love oft turn aside, 

And leave the fight to you alone. 

I've stood on many scenes of strife, 

I've stood where care and pain assailed, 
And though friends often turned away, 
Yet mother’s hand has never failed. 


As in that childhood far removed 

She smoothed my brow and dried each tear, 
Still, in young manhood’s troubled hour, 
With loving words she hovers near. 

Oh, fickle love and friendship false, 

Oh, glittering dreams and hopes bewailed, 
You weakened in life’s darkest hour, 

But mother’s love has never failed. 


Whatever God shall choose to do 
With this frail tenement of clay, 
Whatever use he finds for it 
Along life's dark and dreary way; 
That much shall be a monument 

To tell mankind where’er assailed, 

A mother’s love, a mother’s prayers, 
A mother’s hand has never failed. 


—Louis E. Thayer 











THE STORY OF THE MONTH 


Among scholars there is much difference of 
opinion concerning the origin of the name of this 
month. Some contend that it was named for 


Maia, Roman goddess of spring and increase. 
Others believe that it is merely a shortened form 
of majores (elders), and that the month was so 
called because it was sacred to the older men. 
The flower of May is the hawthorn, and the 


emerald is its gem. 


BUSINESS AND DINNER MEETING 


In May were born many famous men and 
women. In their accomplishments is inspiration 
for all of us. Therefore, it is suggested that the 
guest speaker at this meeting choose as his or her 
subject one of the following: Walt Whitman, 
the poet; Florence Nightingale, the humanitarian; 
John James Audubon, the naturalist; Ralph Waldo 
Emerson, the essayist; Horace Mann, the edu- 
cator; Robert Edwin Peary, the explorer; Honore 
de Balzac, the novelist. 

If a guest speaker is not available for one of 
these inspirational biographies, it is suggested 
that you seek somebody of prominence in your 
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community to discuss some problem of current 


interest nationally or locally. A second alterna- 
tive is an open forum (without a guest speaker) 
in which all members may join in a discussion of 
the articles in this issue of THE SECRETARY 
dealing with Better Speech, the Letter Clinic, and 
Personality Development. 


MOTHER’S DAY SUPPER 

The best day for this event is the Sunday on 
which falls Mother's Day itself. Very desirable 
is its taking the form of a simple supper in the 
early evening rather than an elaborate dinner at 
noontime, because if there are other children 
Mother will have thus had the heart-warming 
privilege of a complete family circle for the main 
meal of the day. 


If your carnation is red, bring your own mother 
if possible. If you are wearing a white carnation, 
or if you cannot bring your own mother, bring the 
mother of some son or daughter unable to share 
the day with her. The important thing is to make 


_some mother happy on this day reserved to her! 


Let red and white be your color scheme. Em- 
blazon the table with carnations or roses in these 
colors, both of which blossoms are plentiful at 
this time of the year. Sweeten the soft spring air 
with a symphony of songs dedicated to mother- 
hood. After all, Mother herself can join, because 


she too has had a mother. 





BETTER SPEECH 


by Georce R. TurNER 


WORDS TO WATCH 


Watch these nouns: 


The air corps was (not were) engaged in al- 
most daily combat. 


The insignia were (not was) very difficult to 
reproduce in metal. 


The herd of cattle is (not are) grazing on the 
plain. 


Watch these pronouns: 


Let’s you and me (not /) pretend that we are 
afraid of the dark. 


Five of us (not we) members decided to attend 
night school. 


All but them (not they) were present at every 
meeting. 


Watch these adjectives: 


St. Louis is larger than any other (not any) 
city in Missouri. 


Stenographers have fewer (not less) responsi- 
bilities than secretaries. 


The employer gave a small-sized desk (not 
size) to his office manager. 


Watch these adverbs: 


The mother felt over (not overly) anxious 
about her children. 


The typist surely (not sure) wished that she 
had studied shorthand. 


My automobile ran well (not good) after it was 
repaired. 


Watch these verbs: 


The swimmer dived (not dove) into very shal- 
low water. 


Many people have (not have got) to learn 
more about better speech. 


The child was reared (not raised) by an aunt 
and uncle. 


Watch these prepositions: 


The employer was angry with (not at) his 
secretary. 


The culprit was accused of (not with) three 
separate misdemeanors. 


The report corresponded to (not with) records 
in our files. 


Watch these conjunctions: 


The reason is that (not because) she was un- 
able to pronounce her words distinctly. 


The jury couldn't do otherwise than (not but) 
acquit the defendant. 


The advertisement was ineffective because of 
(not due to) its ambiguous wording. 


HOW DO YOU PRONOUNCE IT? 


Word Preferred Secondary 
lenient lee’ni-ent leen’yent 
rodeo roe’de-oh roe-day’oh 
armada ahr-may'duh ahr-mah’duh 
cordial kore’ jal kord’yal 
fantasia fan’tuh-zee’uh fan-tay’zi-uh 
irrefutable ir’e-fiut’uh-bl ir-reff’ yiu-tuh-bl 
kilometer kill’ o-mee’ tur ki-lom’e-tur 
pistachio pis-tay’shi-oh pis-tah’shi-oh 
prestige press-teezh’ press’ tij 
senile see’nyle see’nil 

servile sur'vil sur'vyle 
squalor skwol’ur skway'lur 


George R. Turner, former newspaper columnist and now 
editor of THE SECRETARY, conducts this department 
as a regular feature each month. Mr. Turner will be glad 
to answer free of charge any member's questions pertain- 
ing to better speech. Merely address your questions to 
him at 1005 Grand Avenue, Kansas City 6, Missouci. 
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THE LETTER CLINIC 






DELICATE SUBJECT OF CREDIT 
by Aine E. Hower 


The woman's account with the oil company was 
long overdue! Finally the credit association wrote 
her a courteous but definite request for payment. 
At the bottom of their letter they put the words 
“Answer here’. She did: “Thank you very much 
for your patience with my account. I am enclos- 
ing two dollars to apply. P. S. I find that I 
cannot even spare two dollars at this time.” 


To avoid that kind of climax, credit managers 
take every precaution before they approve credit. 
They open the door wide for those who can com- 
ply with the requirements their firms have set, 
and close it gently and courteously so that those 
who are not entitled to credit cannot take ad- 
vantage of the firm. 


TAKES INGENUITY 


It takes ingenuity to handle the different types 
of accounts. 

One family was having a hard time financially 
and a great deal of illness. Through correspon- 
dence, the credit manager learned of the condi- 
tion. As the account was long overdue, he wrote 
the following letter: 

“This letter contains a suggestion for you, a sug- 
gestion which we know you will be willing to take into 


consideration as it concerns your past due account 
of 


“Every time you have a dime in your pocket, take 
it out and place it in a bottle or some container and 
say to yourself, ‘Hands off, that belongs to the Brown 
Company.’ 


“When you have collected ten dimes, just wrap them 
up and send them back to us in the business reply 
envelope which we are enclosing. 


“This is an easy way to take care of your balance. 
We understand the situation and we feel that we have 
offered a valuable solution. 


“Thank you very much for your cooperation.” 
FOLLOWED THE SUGGESTION 


The family is following the credit manager's 
recommendation. He reports, “They thanked me 
very much for the friendly word and said that it 
was not often they received such letters from 
business houses.” 

Occasionally, customers take discounts when 
they are not entitled to them. Sometimes they 
overlook the advantage of discount. The credit 
manager of a large manufacturing concern in 
Chicago raised the percentage of his returns 
through using the following form letter: 


“Here Is How You Can Make 18 Per Cent on 
Your Money” 


“Your account shows $868.25 that may be dis- 
counted up to April 10. You will save $8.68 by get- 
ting your check in to us by the 10th. 


“Business today must meet unusual burdens and 
taxes. As a result we must take advantage of every 
available profit. Thrift must be our constant aim. 


“No other business transaction will equal your dis- 
count ‘profit’. You will want to mail your check 
today to take advantage of this profit, won't you?” 
One firm responded, "After receiving your let- 

ter of April 8, we decided to make the 18 per 
cent on our money and are enclosing check for 
our account, less 1 per cent discount, $1,024.65. 
Your letter shows a method of getting the money 
that should appeal to any business. We are think- 
ing seriously of using form letters to get some of 
our customers to take advantage of the cash 
discount.” 


Credit managers in both the wholesale and re- 
tail field in every part of the country report re- 
markably fine results from showing approval and 
appreciation toward the customers who pay their 
bills on time. Here is a letter of commendation: 

“If you have already observed the department from 
which this letter is written, I hope that you have not 


jumped to the conclusion that it is a request for set- 
tlement of an account. 

“Very often the credit department speuds so much 
time trying to collect money from slow payers that 
they let the companies who pay promptly go unnoticed. 
However, we of the Jones Corporation want you to 
know that while our relations have been for only a 
short time we have taken notice that our invoices during 
this period have been paid promptly. 


“It has been a pleasure to do business with you, 
and we appreciate this very much.” 


MUCH APPRECIATED 


The responses were almost touching. “This is 
the first time we ever had anything like this from 
a credit man,” read one. “Certainly it was good 
to get a letter from a credit manager acknowledg- 
ing prompt payment. Your letter means more to 
us than a gift.” 

The credit manager, because of the need to 
handle the sensitive subject of credit, has been at 
times misunderstood. Actually he tries very hard 
to grant all of the credit that he can persuade 
himself is in order. Some organizations call him 
the Credit ‘Sales Manager”’. 

With alertness and care, he can, through his 
letters, be so friendly, clear, and complete in 
writing to customers, salesmen, and others, that 
he will win all to the wisdom of sound credit 
practice. 


Aline E. Hower, nationally known Letter Counselor of the HOWER LETTER IM- 
PROVEMENT SERVICE, is the author of the interesting series of twenty-six articles on 
Letter Writing which recently appeared in the Christian Science Monitor, to whom credit is 


given for reproduction of the article above. 


Miss Hower, who has recently been appointed 


Letter Writing Counselor for NSA, will be glad to answer free of charge any NSA 
member's questions pertaining to letter writing. Merely address your questions to her at 


6321 Natural Bridge Road, St. Louis 20, Missouri. 
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PERSONALITY DEVELOPMENT 


by H. Rosinson SHIPHERD, Pu.D.,Litr.D. 


WILL-POWER 


Are you a good ‘“‘finisher’’—a putter-through 
of what you start? If you are, you are a rare and 
valuable person. Most of us are fairly good 
starters, but poor finishers. We like to start 
things, but when the novelty wears off, we are 
liable to throw them aside unfinished—and start 
something new. If you can follow through what 
you start, and when the newness is gone and the 
hard work confronts you, go straight on through 
the last hard mile to the finish, you have that in- 
valuable quality of will-power. Thank God for 
it, cherish it, and welcome every opportunity to 
use it and strengthen it. (You'll have plenty of 
them. ) 

Will-power is three parts endurance. Your 
fellow-workers will rally round to start a rush 
job in the office; but after hours of intensive ef- 
fort, fatigue sets in, nervous and physical strain 
reduce efficiency, and accuracy and speed suffer. 
But the last of the job must be as well done as 
the first. Therefore increased vigilance and sheer 
grit have to compensate for the increasing fatigue; 
and you all have to draw on your last resources 
to keep up your efficiency and your speed. Your 
winning runner has to have a reserve of strength, 
even at the end of a gruelling race, for his vic- 
torious sprint to the tape. 

Your mind and body are machines. They are 
the most delicate and responsively sensitive ma- 
chines we have. If you care for them with all 
the intelligence you can get, they will obey your 
demands to and beyond your greatest expectation. 
But you must know their needs, their care, and 
their limits. Perhaps you first began your scien- 
tific study of them in your three-hour examina- 
tions in college; and in the writings of last-minute 
theses under high pressure. If you have done 
newspaper work, you had plenty of opportunities 
for further study and testing and development of 
your high-compression, internal combustion motors 
of mind and body. And in every pressure task 
since, you have been able to study and to accel- 
erate your automotive powers—to increase both 
your R.P.M. and your efficiency. 

You've probably had many more of the small, 
petty, disagreeable jobs to tackle than the gruel- 
ling, long pulls; and these smaller ones, each of 
them, took will-power. Maybe you have to fight 
procrastination—the inclination to put off things 
you don't feel like doing. Every such inclination 
takes will-power. Every morning indisposition 
takes will-power. One business man says he has 
to use will-power every morning to get up and 
every night to go to bed. Samuel Johnson used 
will-power all his life long to overcome his con- 
stitutional laziness; but by means of his stout- 
hearted use of will he got more accomplished 
than most of us could in three lifetimes. 


Clearly then, our unremitting use of our will- 


power must be our only way of our getting done 
the good work we have to do in the world. It 
is what all good workers have had to use. And it 
will carry us through—happily as we go, and 
successfully to the end. 

* * * * 

1. Your Treasure Hunt for Words. 

Make a systematic hunt for words that suggest 
will-power—to get and keep all phases of the 
subject in your thinking. Start with these: 
stick-to-it-iveness purposeful 


determination, determined enduring, endurance 
tireless, tirelessness resolute, resolved, resolute- 


firmness ness 

indefatigable force of will 
perseverance decisive, decisiveness, 
persistence decision 


devotion, devoted intent, intention 
strong-willed 

2. Write Statements About Strong-Willed 

People. 

Every day take time to write out a few sen- 
tences about people who are helpfully determined 
in carrying things through: 

“His strength of purpose was an inspiration to us 
who got faint-hearted and wished to turn back.” 


“She would quit instantly if her action proved to be 
unwise or improper; but if it were right and had to be 
done, she'd finish it no matter how disagreeable for 
her.” 

“It must have been a mighty force that could keep 
them steadily on their way, through exile, hardship, 
sufferings, and heartbreaks.” 

3. Read Madame Curie. 

Eve Curie’s story of her parents’ tireless search 
for radium is one of the great modern epics of 
resolute, devoted will-power. Their refusal to be 
defeated or diverted from their determination is 
vastly stirring and heartening. 


4. Your Other Reading. 

All heroic action that continues over some time 
takes will-power, therefore literature is full of 
people with this trait. Mrs. Penn in The Revolt 
of Mother (Mary Wilkens Freeman); Childe 
Harold (Robert Browning): Dr. Grenfell of the 
Labrador; Father Francis Chisholm in The Keys 
of the Kingdom (Dr. A. J. Cronin); Lawrence of 
Arabia in The Seven Pillars of Wisdom or Revolt 
in the Desert, are all stimulating examples of this 
invaluable strength of character that keeps strong 
souls going after the rest of us have lain down or 
turned tail. 

5. Your Letter- Writing. 

Make your own list of persons—famous or un- 
known—who have shown notable will-power to 
good ends. Write a series of imaginary letters 
about them—at least one about each person. (This 
will make a real Strongheart volume; and will do 
fine things to you in the writing. ) 
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If she makes a minor typographical 
error which could be easily erased, do not 
call it to her attention for correction— 
take a heavy blue pencil and scratch all 
over the sheet so that the entire page 
has to be retyped. 


Sit all day with your feet on your desk, 
telephoning all your friends about the last 
fishing trip or cocktail party. At a quarter 
to five give her three days’ dictation, to 
be transcribed and mailed that night. 
While she types it, impatiently pace up 
and down behind her, look at your watch 
repeatedly, and breathe down the back 
of her neck until she is finished. 


Give her memos scribbled on backs of 
envelopes and other odds-and-ends. Say 
that it doesn't matier how they are done 
—you merely want a record of them for 
your own use. After she has had sweat 
gumdrops deciphering your hen scratch- 
ing, and typed them as she thought best, 
suddenly acquire very definite ideas con- 
cerning how they ought to be done. If 
she has singled-spaced them, you now 
want them double-spaced, or vice versa. 


When you leave the building, never 
tell her. Tell the charwoman you are 
leaving for three days; in fact, tell every- 
body you meet, but guard the information 
from your secretary. Then when an im- 
portant visitor calls and she tells him to 


How te Drive Your Secretary Crazy 


On 


Ane Bosses Human? 


wait a moment, the fifth assistant file clerk 
can tell him that you will be out of town 
for several days. 


Sit opposite her all morning and never 
ask for any material or information, but 
when comes time for her lunch hour drag 
her away from her food to look up ‘‘some- 
thing important” you will not use for the 
next three days. 


Ask her to find something in the file, 
being very vague. Perhaps it came in a 
week ago or perhaps two months ago. 
When she finds that it came in five years 
ago, be nonchalant—you can afford to 
laugh; you haven't wasted three days 
going through dusty files. 


Shout so that no one eise can hear 
himself think when you are holding a 
private conversation or telephoning; then, 
when you dictate, mumble in a low voice 
only above a whisper. 


Let her spend two hours hunting for 
material which you insist is in the file— 
only to discover that it has been in, or 
on, your desk all the time. 


Never give her a word of praise for 
her hundreds of letters which are perfect 
works of art—but raise hell all over the 
place if she inadvertently omits a comma 
on a rough draft. 
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Cities in Which 


NSA CHAPTERS 


Kansas City, Missouri 
Topeka, Kansas 
Tulsa, Oklahoma 
Little Rock, Arkansas 
St. Louis, Missouri 
Ft. Wayne, Indiana 
Davenport, Iowa 
Springfield, Missouri 
Omaha, Nebraska 
Pontiac, Michigan 
Birmingham, Alabama 
Nashville, Tennessee 
Rockford, Illinois 
Wichita, Kansas 
Austin, Texas 

Ft. Smith, Arkansas 
Chicago, IIlinois 
Toplin, Missouri 
Evansville, Indiana 
Denver, Colorado 
Cedar Rapids, Iowa 
Memphis, Tennessee 
Salina, Kansas 

Big Spring, Texas 
Waterloo, lowa 
Bloomington, Illinois 
Albuquerque, New Mexico 
Charlotte, North Carolina 
Enid, Oklahoma 

El Paso, Texas 
Columbus, Ohio 
East St. Eouis, Illinois 
Decatur, Illinois 
Louisville. Kentucky 
Orange, Texas 
Detroit, Michigan 
Sioux City, Iowa 
Boise, Idaho 

Jackson, Mississippi 
Mobile, Alabama 
Pensacola, Florida 
Butte, Montana 
Clinton, Iowa 


Portland, Oregon 

St. Paul, Minnesota 

Salt Lake City, Utah 
Monroe, Louisiana 
Pueblo, Colorado 

Des Moines, Iowa 
Ventura, California 

Port Arthur, Texas 
Hollywood, California 
Muskogee, Oklahoma 
Shreveport, Louisiana 
Wichita Falls, Texas 
Lincoln, Nebraska 
Miami, Florida 
Chattanooga, Tennessee 
Bartlesville, Oklahoma 
Jefferson City, Missouri 
Minneapolis, Minnesota 
Sioux Falls, South Dakota 
Cheyenne, Wyoming 
Colorado Springs, Colorado 
San Angelo, Texas 
Muncie, Indiana 

Atlanta. Georgia 

Baton Rouge, Louisiana 
San Bernardino, California 
Richmond, Indiana 

North Platte, Nebraska 
Okmulgee, Oklahoma 
Oklahoma City, Oklahoma 
Santa Barbara, California 
Texarkana. U. S. A. 

San Antonio, Texas 
Orlando, Florida 
Amarillo, Texas 
Bakersfield. California 
Kalamazoo, Michigan 
Manhattan, Kansas 
Joliet, Illinois 

Kokomo, Indiana 

Alton, Illinois 

Cape Girardeau, Missouri 
Rochester, Minnesota 


Quincy, Illinois 
Beaumont, Texas 
Charleston, West Virginia 
Dayton, Ohio 

San Diego, California 
Seattle, Washington 
Lubbock, Texas 
Lexington, Kentucky 
Tampa, Florida 

Fresno, California 
Huntington, West Virginia 
Springfield, Illinois 
Corpus Christi, Texas 
Parkersburg, West Virginia 
Abilene, Texas 
Indianapolis, Indiana 
Galveston, Texas 
Riverside, California 
Ottumwa, lowa 

Terre Haute, Indiana 
Peoria, Illinois 
Burlington, lowa 
Galesburg, Illinois 
Greeley, Colorado 
Anderson, Indiana 
Toledo, Ohio 

Shawnee, Oklahoma 
Hannibal, Missouri 
South Bend, Indiana 
San Francisco, California 
Kansas City, Kansas 
Lima, Ohio 

Lawrence, Kansas 
Yankton, South Dakota 
Jacksonville, Illinois 
New Orleans, Louisiana 
Columbia, Missouri 
Junction City, Kansas 
Frankfort, Kentucky 
Emporia, Kansas 

Gary, Indiana 


This is only a partial list. New ch apters are being added constantly. 


Space does not permit printing the names of the officers of the chapters listed above. However, it is desirable that 
chapters correspond with one another whenever possible. Therefore, any member is privileged to obtain from National 
Headquarters the. name of the corresponding secretary of any chapter with whom she wishes to correspond. 




















